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(b 00000 Writing in English and other forms of English within a business context will be emphasized.

(b 00O O0OOO By placing themselves in hypothetical business situations, students will be able to write

using E-mail in English appropriate to various office situations.

o DO0OOOOOO OUOCOODOODODOO The forms and conventions of business correspondence, primarily by
Email will be studied. OO0 O OO The more that students are willing to stretch their knowledge of
English and unburden themselves of the fear of making mistakes, the better their English will progress.

(000000000 Personal expression in differing business situations will be maximized.

(o OO ODOOODOO Each week diffferent types of business correspondence will be covered and students

will submit weekly their weekly homework via E-mail.
00000000000 OOOO0OOOOOOODOOOOOn

O 10 00O Introducing business E-Mail 0 OO Class introduction 0 0 0 O 0O About Yourself 0 OO
O (class overview)

o 20 0O Letter of Application 0 0 Email at Work: chapters 1 and 2 000 00O Cover Letter O
000 (visitors and liaising))

o 30 O O Requesting Information 0 O Email at Work: chapter 3 0 0 0O 0O O Letter of Inquiry O
000 (filing for injunctions)

O 40 OO Requesting Information cont. 0 O Email at Work: chapter 3 00 0O OO Second Letter
of Inquiry 00 OO (introductions)

o 50 O O In house correspondances 0 [0 Email at Work: chapter 4 000 OO Short Memo O O
00 (personal profiles)

O 60 OO In house correspondances cont. 0 0 Email at Work: chapter 4 00 OO0 Long memo
0000 (company overview)

o 70 00 Negotiating 0 O Email at Work: chapter 5 000 00O Counter Offer 0O OO (tele-
phoning)

0 80 00O Giving information 0 00 Email at Work: chapter 6 00 0O 0 0O Sales Letter 0 00O
(product detail)

o 90O 00 Giving Information cont. 0 0 Email at Work: chapter 6 00 00O Second Sales Letter
0000 (organizing an event)

0100 0 0O Expressing dissatisfaction [0 0 Email at Work: chapter 7 0 0 0 0 0 Complaint Letter
0000 (checking progress)

011d 0 O Dissatisfied Customers [0 0 Email at Work: chapter 8 0 0 0 O O Apology Letter O O
00 (dealing with complaints)

0120 0 0O Delinquent Accounts 0 0 Email at Work: chapter 9 0 0 00O O Collection Letter O O
00 (solving a problem)

0 130d 00 Sales letters and responses 0 [0 Email at Work: chapter 10 0 0 0 O 0O Answering a
Letter of Inquiry 0 0 0 0 (making predictions)

0140 00O Written letter forum O 0O handout 00 OO0 (arrangements)

0150 0 0 Comprehensive Review

o DOOOOO (0DO) Grades will be based on the following: Weekly Homework 40 O Final Test 40
O Class Participation 20 O

(b DO0ODOOOO OOOO Email at Work, Schneer, MacMillan[l Quick Work, ,
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00000 The purpose of this class is to boost the test scores of students through the study of TOEFL
which will be the focus of the class. Material specific to TEOFL, but also relevant to TOEIC will be
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